UNI TED STATES MARI NE CORPS
COMVANDI NG GENERAL
BOX 788100
MARI NE CORPS Al R GROUND COMBAT CENTER
TVWENTYNI NE PALMS, CALI FORNI A 92278-8100

CCO 5000. 2C
6B- 103
5 Apr 93

COVBAT CENTER ORDER 5000.2C WCh 1, 2

From Commandi ng Gener al
To: Di stribution List

Subj :  STANDI NG OPERATI NG PROCEDURES FOR PROTOCOL ( SHORT Tl TLE: SOP FOR PROTOCCOL)
Encl: (1) Project Oficer uide

1. Purpose. To publish standing operating procedures for Protocol and the conduct
of all visits to the Conbat Center.

2. Cancellation. CCO 5000. 2B.

3. | nf or mati on

a. The Conmbat Center Protocol Ofice has been established to prepare for,
coordi nate, and host all official visitors to the Conbat Center for the Commandi ng
Gener al .

b. The Protocol Oficer is a special staff officer responsible directly to the
Commandi ng General and the Chief of Staff working per the direction of the
Command-ng Ceneral and the Chief of Staff

c. An "Oficial Visitor" is any General Oficer, CGovernnent enployee with a
rating of GS-16 or higher, representative of a foreign government, elected official
or any other invitee of the Conmandi ng Ceneral

4. Ceneral Areas of Responsibility

a. Billeting. The Protocol Oficer will arrange all billeting for official
visitors and nenbers of their party.

b. Itineraries. The Protocol Oficer will prepare all itineraries which wll
be approved by the Commandi ng General and the Chief of Staff. Once approved, the
itineraries will be published and distributed to the appropriate commands and
activities required to support the itinerary. The Protocol Oficer will also
arrange the social functions required by the itineraries.

c. Project Oficers. Each official visitor to the Conbat Center will have a
Project Oficer assigned to act as an aide or escort throughout the visit. The
Chief of Staff will assign Headquarters Battalion or Marine Corps Comunication
El ectroni cs School (MCCES) provide the Project Oficer.

d. Support to Conmmands. The Protocol Oficer will also provide assistance to
tenant or subordi nate conmands in ensuring the proper conduct of command functions.
Speci fically, guidance may be provided in the preparation of invitations and seating
arrangenents, for honors or cerenonies, and any other assistance or queries that may
ari se.
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5. Action

a. Protocol Oficer

(1) Ensure publication and distribution of itineraries

(2) Ensure notification to all personnel for briefings and/or social
functions.

(3) Ensure adequate billeting is arranged, properly prepared and equi pped.
(4) Coordinate with the Aide-de-Canp for transportation requirenents.
(5) Coordinate with the Public Affairs Ofice for desired nmedi a coverage.

(6) Maintain an adequate |ibrary of professional publications on social
etiquette and protocol to ensure that all social functions are coordi nated properly.

(7) Assign responsibility as necessary for visits by personnel interested in
specific functional areas vice the overall activity of the Conbat Center

(8) Provide guidance as required by subordinate or tenant conmands in the
conduct of command functions and cerenonies.

b. Commanding Oficers/Oficers in Charge/ Section Heads

(1) Ensure the assignnment of the project officer is nade expeditiously.

(2) Ensure that the project officer is representative of the professiona
excel | ence expected of all Marines.

(3) Ensure that the project officer reports to the Protocol Oficer at |east
one week prior to commencenent of the assignment.

(4) Upon receipt of an itinerary, ensure that your areas of responsibility
are attended to (i.e., ensure police of areas to be visited, ensure visitors will be
met at prearranged | ocations by an appropriate representative, ensure that attendees
of briefs and/or social functions are apprised of the tine, place and uniform.

(5) Upon notification of responsibility to host a visitor, ensure that an
itinerary is prepared and delivered to the Protocol Oficer for approval of the
Conmmandi ng CGeneral or Chief of Staff. Upon approval, publish, distribute, and
arrange support for the itinerary. Arrange all social functions and billeting
t hrough the Protocol O ficer. Keep the Protocol O ficer advised of all revisions.

(6) Obtain conmand approval prior to issuing any invitations to official
visitors.

(7) Notify the Protocol Oficer of any notification of acceptance or
rejection of an invitation rendered or notification of an intent to visit the Conbat
Center by Prom nent personne

c. Project Oficers

(1) Report to the Protocol O ficer at |east one week to the conmrencenent of
t he assignnment for briefings.

(2) Performfunctions as directed during the period of that assignment.
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(3) Ensure that you receive briefings fromthe Protocol Oficer and are
provided a copy of the enclosure and the itinerary for that visitor.

6. Summmary of Revision. This Revision deletes the "dual conmands" due to the 7th
Mari ne Expeditionary Brigade's deactivati on.

7. Applicability. This Oder is applicable to all commands and organi zati ons
| ocat ed aboard the Conbat Center.

P. J. KAHLER
Acting Chief of Staff

DI STRIBUTI O\ A-1



UNI TED STATES MARI NE CORPS
COMVANDI NG GENERAL
BOX 788100
MARI NE CORPS Al R GROUND COMBAT CENTER
TVWENTYNI NE PALMS. CALI FORNI A 82278- 8100

CCO 5000.2C Ch 1
7
25 Mar 95

COVBAT CENTER ORDER 5000.2C Ch 1

From Commandi ng Gener al
To: Di stribution List

Subj:  STANDI NG OPERATI NG PROCEDURES FOR PROTOCCOL (SHORT TI TLE: SOP FOR PROTOCQOL)
1. Purpose. To direct pen changes to the basic O der.
2. Action

a. In the last line of Paragraph 4.c delete "a subordinate conmand or tenant

command” and replace with "Headquarters Battalion or Marine Corps Communication
El ectroni cs School (MCCES)".

b. In paragraph 5.c (1) delete "72 hours” and replace with "one week".
c. In the last line of paragraph 7 of enclosure (1) delete "7618" and repl ace
with "6461".

3. FEiling Instructions. File this Change transmttal inmediately behind the
si gnature page of the Oder.

J. D. MAJCHRZAK
Chi ef of Staff

DI STRIBUTI O\ A-1



UNI TED STATES MARI NE CORPS
COMVANDI NG GENERAL
BOX 788100
MARI NE CORPS Al R GROUND COMBAT CENTER
TVWENTYNI NE PALMS. CALI FORNI A 82278- 8100

CCO 5000. 2C Ch 2
7
27 Apr 98

COVBAT CENTER ORDER 5000.2C Ch 2

From Commandi ng Gener al
To: Di stribution List

Subj:  STANDI NG OPERATI NG PROCEDURES FOR PROTOCCOL (SHORT TI TLE: SOP FOR PROTOCQOL)
1. Purpose. To direct pen changes to the basic O der.
2. Action

a. In the last line of Paragraph 4.c delete "a subordinate conmand or tenant

command” and replace with "Headquarters Battalion or Marine Corps Communication
El ectroni cs School (MCCES)".

b. In paragraph 5.c (1) delete "72 hours” and replace with "one week".
c. In the last line of paragraph 7 of enclosure (1) delete "7618" and repl ace
with "6461".

3. FEiling Instructions. File this Change transmttal inmediately behind the
si gnature page of the Oder.

T. M SUWER
By direction

DI STRIBUTI O\ A-1
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PROQIECT OFFI CER GUI DE
FOR

PCSI TI ON
ACCOVPANI ED BY
DATES

Bl LLETI NG

1. Go over the itinerary with the Protocol Oficer and Aide - ensure you know t he
proper uniform

2. Meet with the driver - ensure that the driver has the proper plates/flag, if
appl i cabl e, knows where to go, and in the proper uniform

3. Do you need any special equipnment? (i.e., binoculars, field jacket, 3x5
not ebook) .

4. Check the VIP suite prior to arrival. Al so check roons for acconpanyi ng
per sonnel
5. Introduce yourself - be outgoing - you are there to provide any assi stance that

may be needed and to escort the VIP through the visit aboard the Conbat Center

6. Collect all tabs and roombill and settle with the VIP or Aide at the
concl usion of the visit.

7. Keep the Protocol Oficer advised of your status. |If there are any changes or
if you have any questions, call the Protocol Oficer at 6461

8. Special Instructions:

ENCLOSURE ( 1)



